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1. PURPOBE
a. This regaktion prescrives Agency policy and procedure for obtaining ‘an
edvance of vouchered funds to finmnce expenses relating to authorized
official travel; outlines methods for accounting for funds sdvanced} and
provides methods of collection trfthe event of failure to aceount for
advances. ‘
b. Agency poliey and procedure for ebtaining advances of econfidential funds
25X1A for sutherized official travel are esbodied in Regulation| | Advances.

a’

GENERAL
Veuchered funds mey be advanced to Agency personnel suthorized to perform

official travel pursuant to the provisions of the Travel Expense Act of 1949

(Public Law 92, Olst Cengress, 5 gsc 838) Bection 15 of Executive Order 10069
dated 1h July 1949, and panmph 96 of Stanlardized Goverrment Travel Regula-

'bim. Travelers Yegquesting an sdvance of vouchered funis may be required to

farnish an {nSemnity bond where the {nterests of the United States would

net otherwise be fully protected, such 88 by set-off of retirement credit
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or salary due, or by &eduction from any mmount due from the United States.

3.

B,

e.

to incur. Personnel transferred from one official station to snother
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Personnel authorized to perform official travel or temporary duty may
be sdvanced vouchered funds in an amount estimated to cover per diem

while away frem officisl station or permanent post of duty, mileage

allowance when the use of a privately owned cenveyance ig authorized,
and other official traveling expenses which the traveler mey be raquired‘

within the United States, its territories or possessions for permanent
duty, may be sdvanced vouchsred funis to cover the estimated cost of
sranspertation, packing, crating, or temporary storage of household
effects, as well as travel (exclusive of subsistence) of dependents Ai‘} R
in connection with the transfer.
No advance of :um shall be made when the estimated smount of the fore-
going expenses is less than $25. o
Yunds sdvanced shall be actounted for promptly éoﬁ’mlation of the
travel and any excess of funds advanced over the cost of travel shall
be refunded lpmediately, otherwise the action ocutlined in paragraph 7
of this Regulstion shall be inveked.
RESPONS IBILITIES ,
The Chief, Piscal Division, Office of the Comptroller, upon receipt of
& reguest for advance shall: 3
{1) Ascertain that a travel oﬁﬁr has been fssued for r&rfemnca of %
official travel which jban the signature of an officialfesignated ‘
to suthorize and approve travel. !
(2) Determine the smount of funds to be advanced %o the traveler.
(3) Initiate appropriate action to secure immediate refund of any
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ponement of the suthoriged travel.
(&) Initiste action to ensure that all travel sdvances are satisfac-
4orily sccounted for upen completion of suthorized travel.
{5) Ascertain wbether an indemnity bond is required.
an@miw an sdvance of vouchered funds for the performance

ét officisl travel shall:
f‘f {1) Prepare and submit for apgroval, Standard Form No. 1038 - Revised,

&
&

F

Wnﬂ"‘“

(2)~ ¥hen an sivance of funds is required for the ahiﬁmmefm \\“
nold effects in coanection with a permenent duty transfer from §
one officisl station to another vwithin the United States, , its

. =S ikahia
serritories, or possessionss s statement shall be &@
showing (a) the estimated net weight of the shipment, {11) point
or ﬂiﬁ:ﬁ " {111) destination, and (iv) distance between origin
ahd Mimten, fer the purpose of cemputing the amount of funds
which may be advanced, and the sstimnted cost of any temporary
storage when same is invelved m%mn-eum vith the transfer.

{3) ntt\mé. any unused pertion of a travel sdvance promptly upon Gom-

/ ietion of the travel or, in the event of cancellstion or infefinite

postponemint of authorised travel, refund immediately any sdvance
obtained in nghtim of such trnwl. Personal checks made

payahls to the Treasurer of the United Btates for the amount of

refund of e travel advance, or in lieu therect, 8 copy of the

receipt foxr cash refunded to the Travel Brench, Fiscal Division,

orfica of the Comptroller, shall be attached to the travel voucher.
(k) Account far funds advanced upon completion of the travel by

wy wmttmg a travel veucher.
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amount obtained by multiplying the autherized per diem allovance by

the estimated mmber of days the traveler will be in s travel and

texporary duty status. > ey
rrespportation WD OF :

Ho sdvance ﬂmli be mafe for travel by cemmon carrier when transporta-

tion is to be procured by U.S. Governmant Trunsportation Requestis.

The portien ef the advance to cover transportation when the use of

a privately owned conveyance on 2 mileage basis is authorized in

ths travel ordet shall not exceed the smount cbtained by mulitplylng

the estimted distance by the suthorized ryate per mile, The advance

may include an mmount to cover the use of taxicebs er

bther locel

trapsportation betveen terminal end residence of the traveler, hoteles,

and places of tusiness, or other authorizq& officis

ghipment or Texporary Storsge of Househiold Effects
e estimated cost of shipment or temporary storage

computed on the basis of the {nformation set forth in subparagraph w(2) ©

above, may de sdvanced.

PROCEDURE FOR OBTAINING AN ADVANCE

of hcuuhold effects,

Funis shall be advanced only %o employees to whom travel orders are

{sgued suthorizing official travel.

Reguesta for Alvances shall be initisted and processed as follows:

(1) Personnel desiring an sédvance of mchcnd funds to finance offi-

eial travel nhﬂlmwimWBummnrmﬂo
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(2) In the event that an indemmity bond is vequired, the date of the
m,mmaummmﬂlwummamencym

be stated upder "Remarks" on Standard Form 1038.
(3) The appreved Standsrd Form Fo. 1038 - Revised vith an approved

copy of the employee‘s travel order attached shall be forwerded
to the Fiscal Division, Office of the Comptroller at least two

workdays Mer to cmnemnt of travel.
Upon inspection of Standard Ferm No. 1033 - Revised, by the Fiscal
Division for completeness and compliance with Agency regulations.
& check shall be cbtained from the U.B. Treasiry Disbursing
officer for delivery to the sdvancee. '
ACCOUNTING FOR ADVANCES
Pravel alvances shall be promptly and completely repaid by deduction
from the amount Gue the traveler as shown by the travel voucher except
when Amwlcn are continuing in a travel status and require the
continued use of the advance. All travél vouchers subnitted by employees
o dbom funds have been advanced shall complete the statement relative
to funds advanced as called for on the travel voucher. Any mess#of
funds advanced gver the reimbursadle cost of travel shall be rchxﬂcd
by the travier ss outlined in subparagraph kb(3) sbove, upon subd-
missien of the final travel voucher for which the funds were sdvanced.
In the event the advancee falls %0 refund any unexpended bvalance of
m or less, the amount shall be recovered by set-off of salary
vithout prior netice to the employee.
wnexpe balance in
When the sdvancee fails to refund an/exeess of $2Q notification shall
be given that if the amount is not repald by a certain date, not in
_5‘
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sxcese of ten days, the following sppropriate collection actlon
shall be taken:
(1) Bet-off of selary due.
(2) Claim against the donding company.
(3) Deduction from eny amount dus the advancee or his estate by
the United Btates Government.
(L) Any other legal method of recovery as may be expedient underhihe

circunstances.
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